Guidelines in Creating Effective PowerPoint Presentations
Fonts
· Select a single sans-serif fonts such as Arial or Helvetica. Avoid serif fonts such as Times New Roman or Palatino because these fonts are sometimes more difficult to read.
· Do not use font size smaller than 24 point.
· Use the same type of font and size of font for all your headlines.
· Use the same type of font and size of font for the main body.
· Avoid long sentences. No more than 6-8 words per line.
· For bullet points, use the 6 x 6 Rule. One thought per line with no more than 6 words per line and no more than 6 lines per slide
· Do not use all caps except for titles.
[bookmark: design]Design and Graphical Images
· Standardize position, colors, and styles. Same “look and feel” from beginning to end. 
· Include only necessary information and essentials.
· Avoid text-heavy slides. You should not be reading your slides to your audience!
· Use one or two large images rather than several small images. Do not use ClipArt. 
· Keep the design clean and uncluttered. 
[bookmark: color]Color
· Use professional colors. Limit the number of colors on a single screen.
· Bright colors make small objects and thin lines stand out. However, some vibrant colors (red, orange, bright yellow) are difficult to read when projected.
[bookmark: general]General Presentation
· Plan and prepare for your presentation. 
· Know your audience, their roles in the organization and their stake in the project.
· Time your presentation.
· Speak comfortably and clearly.
· Check the spelling and grammar.
· Do not read the presentation. Practice the presentation so you can speak from bullet points. The text should be a cue for the presenter rather than a message for the viewer.
· If the content is complex, print the slides so the audience can take notes.
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